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k OGC Has Reviewed* 


25 May 1950 


MEMORANDUM FOR: DIRECTOR OF CENTRAL INTELLIGENCE 
SUBJECT: Delegation of Authority to *ign personnel actions 


1. To facilitate proceeding the large : ,murrib®r of personnel action® 
affecting senior employee® wi th QP C, it is requested that paragraph 8b 
of Administrative Instruction | | bc amended authorising the Assistant 
Director for Policy Coordination to delegate to hie Deputy and hie 
Executive Assistant authority to sign personnel action# requiring action 
by the Executive . 

>*. if the above request is approved, appropriate control measure* 
will be adopted to insure that the Assistant Director 1# informed of all 
matter* affecting the employment &tatu» of senior members of OPC 

/•/ 

FRANK G. VJISNER 
Assiiiitant Director for 
Policy Coordination 


APPROVED % JtjH i v v)'0O 

A/ 

R, H. HILLENKOKTTER 
Rear Admiral* USN 
Director of Central Intelligence 


Copies to: Budget OffRcer 
General Counsel 
Chief. SSS 
Management Officer 
Personnel Director 
Central Records 
Siugner 
Executive 




# 


\ 
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Clilof| Personnel i>ivioion 
Deputy itona^rianb Officer 
ActainlstoaliivQ J&oUniction 


MAR 30 


1« Thera lii quoted below a notation received from COO 
oo noornlnn a xwooiwiGudQci chanjjp to Adr.iJLni.otra tiw Xna traction 


Ho, 

in 


ro-ciraiti 


»2* 


Phis quotation, io rory/aidc d for your couoidaration 


;n^ the ccciotiag 


of regulations, 


This covers oaplqymnt of consultants* 
3ugcpot4cw is aato tivat paragraph h» contain a vofaronoo to 
es$0nse accounts, sine© raost consultants, oepocia.^ those 
on TAX basis, are aoamtavted to outwit expcvjso accounts, 
using tho Trawl Older (33*12) and the Trawl Vouchor 
(33-83), which servo In liou of Tine and Attondonco cards «*» 


25X1 A 
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Office Memorandum • united states government 


TO i Management Officer 

from i Assistant Director for Operations 

subject Administrative Instruction 
Recommended Changes . 


DATE: 21 February 1?£0 


dated 9 .December 19149, 


Contact Division recommends that the following sections 
be added to paragraph l.b, and the sub-paragraph renumbered 
accordingly: 


W w ! 


25X1A 


if. \ 


25X1 A 


GEORGE 0. CAREI 


'Tt'„ 

d a , ^ ( 


k; v \ V Lotv Q 




/ 1,1 iV (,1 
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BT^ftAOD "ohm Approved For Release 2003/04/17 : CIA-RDP81-00728R0001oj^^B^^7! } ^ l ptry_ 

Office NLeMOfattduM • united ^ ' 


WAFT 


STATES GOVERNMENT 


T( ^ ! Assistant Director , 00 

FROM : Assistant Director, 0CD 

SUDJECT: CIA Administrative Instruction 


DATE: 23 September 1948 


C 


]of the Offioe of Operations has requested that 0 CD 


olarify o r inter pret Paragraph 3 of CONFIDENTIAL CIA Administrative’ In- 
struction dated July 13, 1948, subject: Reoords Administration™ 

Paragraph 3 reads as follows: 

"The FDD, 00, has primary responsibility for internal storage 
and recommendations for the disposition of foreign language docu- 
ments". 

The primary objective of the Administrative Instruction was to announce 
the activation in OCD of a program for the recording, preservation and dis- 
position of official records of CIA. 


25X1 A 
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T 




pubiished by OCD for the information of all oonoerned and the CIA Library 

maintains title, author and subject catalogs for CIA reference and ordering 
purposes. b 



25X1 A 


JMES M. ANDREWS 





V-: 


Vi. 


iix 


.t.- « v l li p! a ‘h *«L» 










W/Y 
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ER-1-1100 


3 July 19^0 


25X1 A 


25X1 C 

25X1 C 


MEMORANDUM FOE: 
SUBJECT: 


Management 


Distribution 


25X1 C 


1. W e have n o objections to your draft of Administrative 

Instruction! enclosed with your memo of 28 June, 

giving 0CD the distribution responsibility, but we think 
that there should be added a "d* The interests and needs 
of other intelligence agencies . H 

2. We understood that we were to delineate for all 
concerned the various methods of distribution to the 

l ~~1 We are perfectly willing to let our draft of 

20 June die a natural death, but do think that someone 
should notify all CIA o ffices of the approved channels for 
distributing materials | | 

should be cut down rather than increased, as has been the 
tendency to date, so that there should be only a very few 
regular channels. 



PRESCOTT CHIIDS, Chief 
Coordination, Operations 
and Policy Staff 


25X1 A 


25X1 




/%•/ 
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omw, com 

Hanagomont Officer 

Caanmta on Proposed AX Ooncornlnfl Dle trlbutfon of 
GXA Produced Material I I 


23 Juno J$$Q 


25X1 C 


1. It was our mTdWDtomXLnc; during conferenc es hold 
to discuss tho draft of* Admirals tr atlvo Iratruction 
and porUculnxdy paragraph 7 thoroof , that It was your 
intention to oroparo a rovlood draft of Actainlatrativo 
Instruction 1 I coloring dissemination to agencies 

of all foreign govomaonto. 


25X1 A 

25X1 A 


2# Your proposed draft dated 20 Juno 1S#Q covoro only 
dissemination I I and contains operational proce- 

dures not usually associated with policy dotomlmtian 
normaLly contained within Adninis tr atlvo Jnatructlona* 

3* Tho policy proposed by your office far the dis semina- 
tion of PDD/OO materials has boon superseded by tho Director^ 
memorandum dated 22 Juno 19I?0. The policy determinations of tho 
Director have boon Incorporated in the proposed draft of this 
Staff which Is attached* 


25X1 A 


1 Attachment 
Proposed Draft 
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W* 

22 May 1950 

MEMORANDUM TO: MANAGEMENT OFFICER 

FROM: Executive Assistant Director, OCD 

SUBJECT: Elimination of Proposed Administrative Instruction 

from the Handbook 


1* Although this Office lias on three occasions attempted to 
revise the proposed Administrative Instruction, subject: "Procedure 
for Processing Incoming Cables and Telegrams," it is felt that this 
particular document would have little value and would afford little 
if any assistance to the other offices of the Agency. Within OCD 
this matter directly concerns Liaison Division and Top Seci-et Control 
in the CIA Library. 

2. This Office recommends withdrawing the Instruction under 
discussion from the Handbook which is soon to be released. In its 
stead the appropriate element,, will be redrafted as Operating Pro- 
cedures for the Liaison Division and Top Secret Control. 

3. The few remaining elements of the proposal which reflect 
upon ORE and Communications Division, SO, are procedures which have 
been in effect for some time and which have already had the kinks 
worked out of them. 

4. This Office will be glad to discuss the matter further if 
Management so desires. 





Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 30003-7 


/, 25X1 A 


25X1 A 




Approved FOr Release 2003705/ 


r28ROpO1<i0l 30003-7 

Office Afatint watidutn • united states 


to i Management Officer , 

FROM i Executive Assistant Director, OCD 

subject! Procedure for Processing Incoming Cables and Telegrams 


GOVERNMENT 

DATE: ; 28 April 1950 


■ -'/i . . ;• ' •'-/ • • ; • \ • . ; . - . • • • 

Attached hereto is a draft for an Administrative Instruction regarding 
-.;ie above subject. It is recommended that this instruction be listed 
as an Operating Procedure. 1 


Attachment 


25X1 A 
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Approved For Release 200 
COPY 


copy 


Assistant Director for Collection and 7 December 1949 

Dissemination 

Management Officer 


Draft of Administrative Instruction re Procedure for Processing 
Incoming Cables 


1. Attached is a draft of the proposed Administrative Instruc- 
tion concerning the procedure for processing incoming cables. 

2. It is requested that your concurrence or comments be noted 
below and returned to this office by 21 December 1949* 


25X1A 


ATT: Draft 

cc: AD/OCD^ 

AD/0SI 

AD/00 

AD/'OPC 

AD/0S0 

Chief, I&S Staff 


\j s ® 

CONCURRENCE: < . 1 D ATE V 

I do kaatp concur, p rovide d paragraph' 3 is eliminated 
and paragraph 2 is amended as suggested in attached memorandum. 



/X„ 
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t'iUN Jim 


'0~UL~ 

lant—Direc tor -for 


-Soienbif-io—Inteiligence 


7 December 1949 


Management Officer 

Draft cf Adainiatrative Instruction re Procedure for Procoosing 
Ihooiaing Cables 


1. Attached la a draft of th© proposed Adsnlniotmtiv© Inotruo- 
tlon aoncoroing the procedure for procoosing lnooming cables* 

2* it is requested that your concurrence or oonments be noted 
below and returned to thio office by 21 Doqembor 1949* 


ATTi Draft 

cot AD/QCB 
AD/OS I 
AD/00 

ad/opg 
Ad/mo 
Chief f 3 
AD/ORE 
Sub j ect 
Chrono/ 


/-6 + 
i n 

1^-19 

ia- a 0 
/-«? 

&S Staff '* 

... i 

File 

RLR/rc 




2~7I 


QOgQrotHEMO.Ei 

I do (not) ooncur 


2-/3- so ?) 


date 


CCMiiTSj 


0 SO f f' 1 
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UNITED STATES GOVERNMENT 



TO : Management Officer date: £ 0 1 049 

from : Chief, Inspection and Security Staff 


subjects Draft of Administrative Instruction Regarding Procedure for 
Processing Inooming Cables. 

REfERENCEs Memore dum from Management Officer to Chief, I & SS dated 
7 Deoember 1949, Subjoot as Above. 


1. The draft of the proposed Administrative Instruction corcerning 
the procedures for processing inooming cables has been reviewed and is 
concurred in. 


25X1 A 

'N 

SHEFFIELD EDWARDS 
Colonel, GSC 




CQjlflDENM 


///'. 
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Assistant Director for Scientific Intelligence 7 December 1949 

Management Officer 

Draft of Administrative Ii^truotlon re Procedure for Processing 
Incoming Cables 


1. Attached is a draft of the proposed Administrative Instruc- 
tion concerning the procedure for processing inooming cables. 


2, It Is requested that your concurrence or comments be noted 
below and returned to this office by 21 December 1949. 


ATT* Draft 



cci AD/0CD 

AD/OS I 

AD/00 

AD/OPC 

AD/GS0 

Chief, I&S Staff 


25X1A 

25X1 


CONCURRENCE! 


■ DAT E >>//7 

I do kwrth) concur ^ 'ft / 


25X1 A 


COMMENTS* 


If paragraph 3a and yo are revised as follows: 


r" 

o 


a. One copy to the ORE Publication Division and subsequefil? 
multiple routing to ORE Divisions of interest. (This copybJwSL he 
forwarded to the 0CD Library after Publications is f inish'elljmE’it, ) 

o \ n 

b. One copy to 0SI when of interest to that office. — An 










\» 
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ATTACHMENT A 

Responsibilities and Procedures for 
Inter-Departmental Committee Participation 

Official Inter-departmental Committees 
A. It is the responsibility of: 

1* Assistant Directors and Agency Staff Chiefs to notify the 
Inspection and Security Staff in advance of as much of the following 
information as is available: 

a. Approval of Assistant Directors and/or Staff Chiefs and 
the DCI. 

b. The degree of CIA participation required. 

c. Matters to be considered by the committee. 

d. Estimate of duration of committee, frequency of meetings. 

e. Other agencies participating, and names of personnel 
from other agencies. 

f. Names of CIA personnel to participate 

g. Y/hether dissemination of intelligence or information will 
be required, an estimate of the classification of such material, 
and a proposed dissemination control point. 

h. Estimate of' the classification of subjects to be discussed 

i. Security measures to be established by the Committee. 

j. Notify IScSS of termination of Committee and disposition 
of CIA material in possession of the committee. 

2 . The Chief, Inspection and Security Staff to review the facts 
presented and make recommendations to the interested office or staff 
regarding the security considerations, policies, and procedures, and 
to arrange iiaaasoary security clearance's as required. 
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3* Assistant Directors and Agency Staff Chiefs to coordinate 
within CIA to ensure that all interested components are appropriately 
represented* 
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UNITED STATES GOVERNMENT 


T0 : Management Officer, CIA. date.- (; APR |95() 

from : Assistant Director for Reports and Estimates 
subject: Proposed Revisions of CIA Regulations 


1. Pursuant to the verbal understanding reached between members of 
our offices, I am transmitting herewi th a dr aft of a proposed revision of 


CIA Administrative Instruction Number 


subject: CIA Duty Officers. 25X1 A 


2, Since this revision is submitted on the occasion of the preparation 
of the new CIA Regulations Manual, it has been drafted in the new format, 
as a section in the | Jategory. 25X1 A 


3. Two other proposed revisions of CIA regulations are being pre- 
pared by ORE and are awaiting final coordination. They are both in the^ZI 25X1 A 
series and cover the following subjects: 


a. Bri efing of Service Attaches 
Instruction 


(superseding CIA Administrative 


25X1 A 


b. Conferences with US Government Offic ials Re turning from Abroad 
(superseding CIA Administrative Instruction j L 25X1 A 

ho However, drafts of these revised regulations cannot be submitted 
until IAC coordination has been completed on two proposed Interagency 
Operating Procedures on these two subjects, since the regulations will 
merely delineate CIA responsibilities in implementation of the IAC agree- 
ments, CQAPS has recently informed ORE that IAC coordination of the two 
basic IAC papers is well under way. Hence, we have every hope that the 
two drafts can be submitted before the CIA Regulations Manual goes to press. 



25X1 A 

7 — THMUJHKK BABBITT 


Enclosure: 

Draft of Proposed Re visi on of CIA Administrative 
(Section ofj | category in new format) 


Instruction 


25X1 A 
25X1A 
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Management Officer, CIA v L 

Assistant Director, ORE! 

Proposed Revisions of CIA Regulations 

Reference: AD/oi<E Letter of 6 April 15>$0 to Management Officer, CIA. Subject 
as Above, 

Enclosures (A) 

(B) 


25X1 A 


1» Reference stated that ORG would submit two proposed revisions 
of CIA regulations upon completion of lAG coordination on two Inter- 
agency Operating Procedures which were to determine the substance of 
the proposed regulations revisions. 

2. As these Interagency Operating Procedures are now effective, 
(Interagency Operating Procedures Nos- 1 and 2), enclosures (A) and 
(B) are submitted herewith for incorporation in the new CIA Regulations 
Manual. 


/•>>/ 

THEODORE BABBITT 
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v 

MAR 29 1950 


MEMORANDUM FOR: MANAGEMENT OFFICER 

FROM: Executive Assistant Director, OCD 

SUBJECT: Redrafting of Administrative Instructions 


25X1 A 


25X1A 


1. All Administrative Instructions have been care- 
fully read and analyzed with the exception of the number 
[^series which was not available at the time. 



Attachment 
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Management Officer 

Assistant Director for Operations 

Administrative Instruction No.| 
Recommended Changes. 


21 February ipjjO 

dated 9 December 191+9, 25X1 A 


Contact Division recommends that the following sections 
be added to paragraph l.b, and the sub-paragraph renumbered 
accordingly* 


25X1 A 


(li) (present paragraph 3) 


25X1 A 


GEORGE G. CAREY 



si w 
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Office Memorandum • united states government 

TO » Mann, cement Of floor . DATE: 

FROM : Executive Assistimt Director, OOD 
25X1A SUBJECT: Hovision of Administrative Instruction 


25X1A 
25X1 A 



25X1A 


25X1A 


1. At the request ofc Mr. | | of your staff, the attached draft / 

is su bmitted as a p rqp o s e d„,r e v 1 sion of Administrative Instruction No. " 

I dated <33 June lUd77 Subject: Use of CIA, Inter-Office Chain 
Envelope. 

2. Information identical to the contents of Administrative Instruction 

H also appears in Appendix 11 A." of Security Regulations. The revision 
ecurity Regulations which is now bein g prepared, wi ll not include 
these detailed instructions, according to 1 1 qf the Inspection 

find Security Staff, but it will continue to direct the use of tho chain 
envelope for transmission of documents within CIA. Since the directive 
for using the envelope will be contained in that publication, it is 
suggested that the detailed instructions outlined in the attached draft 
be included in the CIA "Procedures Manual" rather than in the form of 
a new Administrative Instruction. 
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STANDARD FORM NO, 84 
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Office Memorandum • united states 


130003-7 

GOVERNMENT 


25X1 A 


TO 


Management Officer 


DATE; 1 May I960 


FROM ; 

TIIRU | 

SUBJECT: 


Chief, Fiscal Division 
Chief, Admini strati to Staff 

Proposed Amendments to Administrative Instruction I I 



J* In aooordanoe with your verbal request, a review has been made 
ol obtain categories of Agency directives for the purpose of asoertainin 
whether any ohanges are desired to satisfy the requirements of fisoal V 
operations. In this connection, the f ollow ing suggestions are offered V* 
oonoerning Administrative Instruction I 1 "Personnel Policies and v 

Procedures": I I /\ 

f 1 * Ts* 9 Para. llg - This paragraph concerns promotion 
policies and procedures. A ohange is recommended in order to limit 
the within grade promotions to persons who have actually served in 
pay status and to exclude those who may be occupying classified / 
positions but are actually on LW0P for extended periods of time, 
(Revised material is underscored) , ' / 



25X1A 


25X1 A 


, _ Employees in classified positions will reoeive period io step 

increases in accordance with the provisions of Federal Pe rs onne 1 
jtonual, Seotion Zl, Part 25, These regulations state in general 
that an employee rendering servioe for which payment '"is effected 
will be advanced to the next step within his grade provided that 
he haB 52 weeks of service without an equivalent inorease in pay 
for grades GS-10 and below or 78 weeks service for grades GS-11 
and above. In addition, the employee must have a current efficiency 
rating of Good or better and a satisfactory conduct report." 


k* _?.6« 10* Para 14a(l) - This ooncerns entranoe on duty 
salary. The re-wording of sub-paragraphs (a), (b) and (o) is 
being recommended in order to (1) replace where applicable the 
"Base Salary" with the expression minimum salary and (2) to 
eliminate the specific references within the directive to the 
respective types of personnel actions because, frequently, personnel 
aotions processed within this Agency are not always identified in 
aooordanoe with the exaot definitions of these terms as officially 
set forth in the Federal Personnel Manual. Paragraphs (a), (b) 
and (c) as set forth below are entirely new. 

(a) . Employees without prior Government service will be 
appointed at the minimum salary of the grade. 

(b) . An employee appointed to a position in the same or 
lower grade than previously held will receive salary fixed to 
allow credit toward within grade promotions for all prior service 
in appointment grade and higher grades. 


confidential a v 
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1 May 1950 


25X1A 
25X1 A 



(o). An employee with prior Government service, appointed 
without a break in servioe to a position of the same grade, will 
retain periodic pay inoreaseB previously received. If appointed 
to a higher grade without a break in service, he will receive 
salary at that rate of the higher grade which exoeeds the basic 
rate oi compensation in his immediately proceeding position by not 
less than one step inorease of tho former grade.” 

°* 11, Para 14b(2) - 'l‘his paragraph conoerns within- 

grade promotions lor ungraded employees. The change as recommended 
provides lor basing the initial and subsequent waiting periods upon 
the more aoourate concept of , t week " rathor than "six months" and 
"annual" bases. The recommendation also includes an explanation 
for assigning the effective date of the within grade salary increases. 
(Revised material is underscored) 

"An ungraded employee who receives a couduot and effioienoy 
report of Satisfactory or higher will receive a step inorease at 
the beginning of th e pay period following the completion of theTfirst 
26 weeks of ungraded servioe in a pay status and eaoh 52 weeks 
thereafter until the top step~has been reached. The salary for 
employees transferring between graded and ungraded positions will be 
determined after considering tho waiting period elapsed and whether 
or not an increase is involved." 

Para 12 - This ooncerns intra-agency transfer 
policy. It is recommended that this paragraph be expanded to 
include and clarify coordination of Forms 37-3 between all offices 
oonoerned in any intra-agency personnel transfer. The purpose for 
this recommendation is to provide for appropriate clearance with 
the current employing office on any actions whereby an employee 
transfers from one CIA organizational unit to another. 


2. The ab ove suggestions are all ooncerned with Administrative 
Instruction | "Personnel Polioies and Procedures". It is also 
appropriate at this time to suggest that active portions of present 
Administrative Instruction | ^"Classification Act of 1949" may be 


# I I — — — *-» W 

incorporated within the revise d Administrative Instruction | j and thai 


the present instruction 


[be rescinded. 



25X1A 
25X1 A 

25X1 A 


.CONFIDENTIAL 
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1: 1 1< iWi’> 


6 - 79 -^?.. i 


27 February 1950 


MEMORANDUM FOR: THE EXECUTIVE 


SUBJECT: 


REFERENCE: 


Re codification of Issuances 
Administrative Instruction 


tv* 





' ( f V lv 1 

1. Paragraphf 6 a * ; ° f the Q-hove reierence provides 
that no outside agdncy shall be approached where there 
is a possible transfer of funds from CIA involved with- 
out prior approval by the Director. | | of 

OCD inquired whether this meant they had been in error 
in discussing the recently rejected [ 


project and one or two other matters, prior to PRC 
meetings. I said I did not think they were subject to 
criticism, but would raise the point to see if paragraph 
6 a, required revision in light of experience. 

2. It is my recollection that 6 agarose out of 
some cases in which commi tments had been made prior to 
PRC action. I did not think it was meant necessarily 
to rule out discussions on possible courses of action, 
particularly with offices with whom we had a normal 
established liaison. 


25X1A 
25X1 A 


3. Question is submitted to you as it appears to 
be Agency- wide and may need study by the Management 
Staff in their consideration of re-issuing all orders 
and instructions. 


LAWRENCE R . HOUSTON 



25X1A 




h' 
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* Office Wlemorandum • united states government 


to : Management Officer 

from ; Assistant Director for Operations 

SUBJECT: Revision of Administrative Instructions 


DATE: 


FFR 1 6 W 50 


It is requested that the following Administrative Instructions be 
cleared with 00 in draft form if rewritten or revised: 



Top Secret Control Procedure 

Security Violation Penalty System 

Personnel Policies and Procedures 

Special Employment Agreements 

Efficiency hating Program 

Employment Review Board and Procedures 

Accountability, Procurement and Library Service 

for Foreign and Domestic Bound Books and Periodical 
Subscriptions 

Interim Policy and Procedure for Dissemination of 
Intelligence produced by CIG 

Dissemination of CIA Publications outside the US 
Government (00»s suggestions forwarded to Manage- 
ment by memorandum on 6 January 1950) 

CIA Intelligence Information Reports 


Operational Liaison 

Interviews of Returning Government Officials (will be 
redrafted by 00 with ORE and COAPS) 

Relationship between CIA Collection and Dissemination 
Activities and Foreign Agencies 

Translation Service (will be redrafted by 00) 


CONFIDENTIAL 1 


c 

/ 

( 
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25X1 A 


CENTRAL INTELLIGENCE AGENCY REGULATION 
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BUDGET 

I. BUDGET PREPARATION 

A. At the beginning of each fiooal year estimates of funds require- 
ments must be prepared for the succeeding fiscal year and submitted 
to the Buroau of the Budget on or before 16 September or suoh other 
date as the President shall determine. 

B. Preparation of budget estimates requires consideration of throe 
consooutrive flcoal years t 

1« Budget Year - tho fisoal year for vrhioh estimates are submitted. 

B. Current Year - the fiscal year immodiatelv precodinrr the 
budget year”; 

8» Past Year —the fiscal yoar immediately preceding tho ourrent 
year. 

C. Essential steps in preparation of tho annual budget are as follows* 

1. Bureau of the Budget issues call for budget estimates, 

2. CIA Comptroller propares intra-agency call for estimates 
and makes appropriate distribution. 

3. Organizational units prepare estimates and submit to the 
Budget Branoh on or before a designated deadline date. 

4. Budget Branoh. compiles and analyzes submitted estimates. 

5 » Comptroller reviews estimates and makes preliminary recommen- 
dations on general budget policy to the Deputy Director for 
Administration. 

\ 

6. Director makes preliminary dooision on general budget policy. 
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7* .Comptroller holds hearings with organizational uni to, as 
applicable, roviooa estimates to oonform with approved budget 
policy, and, whore appropriate, obtains advloo and approval of 
Pro j 00 if; Roviow Committee . 

8. Dirootor makes dooision on oontont and amount of ootimatos , 

9, Budget Branch prepares final budget dooumont, 

10. Dirootor submits Agency budget estimates to NSC. 

11. NSC roviows and approves as to amount. 

12. Direotor submits estimates to the Bureau of the Budget. 

13. Bureau of the Budget conducts hearings. 

14. The Dirootor of the Bureau of tho Budget confers with the 
President who makes final decision, as to tho amount that will bo 
recommended to congress, 

16. -The Bureau of tho Budget notifi&P Agency of President's aotion 

16. Budget Branch revises estimates to conform vdth President's 
approval » 

/ 

17, Congress conducts hearings and appropriates funds. 

D. Tho intra-agency Call for Estimates will be released on or about 
16 April and will normally require the return of completed estimates 
by 1 June. 

1. Estimates shall include a description and justification for 
whatever program improvements and changes will be recommended for 
tho budget year in addition to provision for normal reqi irements 
for approved existing activities. 
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3, Since ohangoa in estimates may not bo considered after sub- 
mission to tho Budget Bronoh on 1 June, it is recommended that 
organisational units complete their program plans well in advanoo 
of lntra-agonoy request for preparation of estimates, 

E. Budget Bronoh analysts aro assigned to tho various organizational 
units of tho Agency for the purpose of rendering assistance and 
guidance to Assistant Directors and Staff Chiefs or their representa- 
tives in connection with all budget matters. They are available for 
assisting in the preparation of estimates, upon request, 

F. Tho Comptroller will schedule intra-agenoy budget hearings to 
begin on or about 1 July, 

1, The purpose of the hearings is to givo the Assistant Directors 
and Staff Chiefs and/or their representatives a further opportunity 
to justify thoir estimates and to arrive at tho final amount to be 
included in the Agency estimates whioh shall be recommended to the 
Director, 

2, Management officials will participate in the hearings, 

3, Other officials will bo requested to attend as needed. 
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II. TBRMINOLOCrY 

A. The concepts utilized in connection with this regulation followj 

X ; - th0 p° ri0d beginning July 1 and ending Juno 30 

of the following calendar year. Tho fiscal year is designated 
by the oalondar year in which it ends, e.g., the fiooal year 1961 
is the year beginning July 1, I960 and ending Juno 30, 1961. 

2 \ Appropriation - An authorization by an Act of Congress to 
raalco payments out of tho Treasury for specified purposes. 

• A determination by the Dirootor of the Bureau 
of trio Budget as to the amount of obligations whioh may bo in- 
curred during a specified period vxder an appropriation. An 
apportionment may relate either to all obligations to be incurred 
during the specified period within an appropriation aooount or 
to obligations to be incurred for an activity, function, project, 

f j ! 0t "Lf rabinabiOn thoroof - (Budget-Treasury Regulation No. 1 
sept. i960;. 

“ An authorisation of funds by the CIA Comptroller 

rj P? V0 y tho n ® ad8 of an approved operating program for a segment 
of the Agenoy for a fiscal year. 

?; allotment is an authorisation by tho head or 

® a ® A0y ® 4 of 80 Agency to incur obligations in 
the interest of an approved activity within a specified amount 
during a prescribed period of time. 

g-^sations incurred - Amounts of orders placed, contracts 
awarded, services rooaived, and similar transactions durinr a 
given period repairing future payment of money. 

T* balance - The balance remaining after deducting 

the cumulative obligations from tho amount allotted for obligation. 
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Uflpold obllgationa - Obligations inourred for which payments 
have not boon made. 'This consists of liabilities and undelivered 
orders, 

Expenditure - Charges incurred and/or oommitmonto to pay made 
for goods and sorvioes received and other assets aoquired whether 
or not an advance obligation for the charge had boon established 
or a payment made, 

10 • Paym ent - The amount of expenditure chooke issued or of approved 
vouchors scheduled for payment, not of refunds received, according 
to the Agency’s records, payments shall include all advances, 
except for travel. Travel advances shall bo considered payments 
at the timo they are applied to liquidate an obligation. Payments 
ohall oxolude amounts of non-expenditure oheoks or vouchers which 
are issued for tho purpose of accomplishing transfers between 
appropriation accounts. 

11. Object classification - Analysis according to tho types of 
services, articlos, or other items involved. 
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III. ALLOTMENT AND CONTROL OF TUNDS 

A. The regulations whioh follow net forth tho system of odministra- 

°I°L AG J n0y f ^ ds and have boon P r «s°rib©d as required 
by sac. 1211 of the General Appropriation Aot, 1951, Publio Law 769, 
81at Congress, (Geo. 3679 Revised Statutes as amended). 

B, Funds appropriated to tho Central Intelligence Agenoy oro the 
result of action of tho Bureau of the Budget and tho Congress on 
the estimated cost of Agency programs submitted by tho Director. 
Amounts finally appropriated usually differ from estimates presented. 

of Presage of the appropriation aot tho requirements of 
individual organisational entities of tho Agency often differ from 
those on which tho original estimate is based. 


C« A primary mission of budget execution is the development and 
maintenance of a sound financial program whioh is in continual olose 
relationship to developments and adjustments in activities oarrvlnft 
out approved functions and objectives. 6 

D. The following procedures are established to provide for the 
scheduling and rescheduling of appropriated funds: 

• 

1. A complete study of the financial program for tho ensuing 
year shall be accomplished for each of the organizational units 
of idie Agency by the Budget Branoh prior to tho beginning of 
the fiscal year. 


2. Development of the financial program will be accomplished 
by the Budget Branch in consultation with Assistant Directors 
and Staff Chiefs or their designated representatives, including 
a determination of: & 


a T Amount 

- - - -x — * — Qj;**?* »uauu uj. otiCn current 

activity for tho ensuing fiscal year; 

b. Tho quarterly distribution to be made of total require- 
ments; ^ 
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o. The number and oharaotor of allotment aooounto which 
w3.ll be required. 


3, When substantial differences appear between proposed financial 
programs and the original budget presentation, a determination will 
be made in consultation with the Comptroller as to whether PRC 
notion, in accordance with Agency Regulations, will be required, 

4, Upon final determination of amounts the Comptroller will 
release confirming allocations of funds. 


u-' E. 


1. Budgot analysts in coordination with Assistant Directors 
and Staff officials will rnako a quarterly distribution of 
allocated funds, based upon program requirements. 


2. The Budget Branch will issue on ’’Advice of Allotment Authori- 
zation”, Form 32-5, sotting forth the quarterly distribution 
agreed upon, within the total amount allocated. No deviations 
from approved allotments shall bo permitted without request sub- 
mitted in advanoo aud approved by tho Budget Branch. Allotments 
and roallotmonts shall bo binding in each oase in controlling 
the execution of budgetary plans. 


3. If tho amount approved for use through the current period 
from any appropriation or fund includes unrealized reimbursements 
or other itomo of anticipated receipts, the same shall not be 

Cn»* •? -o4-t ^ 4- „ 

- - - — -v -w — — — V. uw UIUBUU UUUi B J. » 1 VUBUUauJ.? 

assurance that tho amounts of suoh items will actually bo realized, 
Responsibility for making this determination shall root with the 
Comptroller who must, through use of prudent criteria, evaluate ' 
the worth of such unrealized amounts before permitting them to 
be used as a basis for incurring obligations. 


F* 1. Advices of Allotmont Authorization will, if necessary, con tain 
additional information that ray be needed for establishing speolal 
limitations or instructions. The Accounting Section will establish 
allotment accounts, by object, to the extent necessary, in order 
to Safeguard funds needed for the fixed and recurring oharges. 
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2, No obligations may bo incurred or expenditure a made in behalf 

of any project or activ|^ \m.tll an approved allotment has been 
issued by the Budget an adequate balance is available 

for suoh obligation or expenditure, Tho Accounting Sootion will 
return, without action, all obligation documents to tho originating 
office with appropriate notice in all cnoos where no allotments 
have been established or where allotmont account balances are not 
adequate to establish an obligation. 

3. Expenditure documents received for processing by tho Account- 
ing Section for which no advanoo obligations wero created and 
which exceed the available allotment account balances will be 
forwarded to the Comptroller for disposition as possible viola- 
tions of the Agency funds oontrol regulations. Whenever suoh 
action is necessary to bo token, appropriate notice will also bo 
forwarded to the official to whom tho allotment advice was issued. 

0. 1. Tho Advioe of Allotmont Authorisation issued to an official 

will constitute Mo authority for incurring obligations for pro- 
jects or aotivitios under Ms operating and administrative 
jurisdiction. 

2. The responsibility for controlling obligations against an 
allotmont rests with the allottoo who will be held responsible 
for any obligation or expenditure made or authorized. It is 
incumbent upon all Agency officials to make no commitments 
involving the payment of appropriated funds until appropriate 
reservations of funds have been established in advance by the 
Comptroller. Overdrafts in the allotment accounts resulting from 
failure to obligate funds in advance may indicate violations of 
Agency funds oontrol regulations and, if sustained, aro subject 
to penalties of law, (Seotion 5679 Revised Statutes). 

3. In order to comply with Agency regulations and to avoid over- 
drafts, it will be the responsibility of each allottee to establish 
such internal procedures, administrative instructions and limita- 
tions of autl ority within Mo office as may be necessary to assure 
that obligations incurred are kept within funds available therefor. 
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4, To assist officials in maintaining offootivo controls over 
their obligations, the Accounting Section will furnish monthly 
financial reports that will refloot allotmont a coount balances. 
Form Ho, 32-19, "Memorandum Record of Obligation" may bo used 
to maintain a current control of obligations. Agency officials 
arc urged to consult freely with tho Ao counting Sootion regard- 
ing allotment aooount available balancos and with budget 
analysts concerning adjustments in total allotmoatc or quarterly 
allocation thereof. 

H. Allotments for unvouchered activities will bo accomplished 
in accordance with speoial procedures applicable to the operations 
requiring tho use of unvouchered funds. 
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rv. VIOLATIONS AftD PENALTIES 


A. Resorting Violations - Section 3679 of the Revised Statutes as 
oman&od (3eo. TSIT WTV* 769, 31st Congress) provides for 

the immediate reporting, to the President through -ho Director of 
the Bureau of the RuHget and to the Congress, of violations concern- 
ing the following! 


1, incurring of obligations or expenditures in excess of 
appropriations] 


2. prohibition on aocoptanoo of voluntary servioen or employ- 
ment of excess personal services except in omorgoncienj 


3. exceeding approved apportionments j 

4. incurring obligations or making expenditures in excess of 
amounts permitted by prescribed and approved regulations. 

B, R eport C ontents - The report shall include! 

1. name and position of the officer or employee responsible 
for the violation; 


2. all pertinent facts including any statement of the respon- 
sible person with respoot to any circumstances which he believes 
to bo extenuating; 

3. a statement of administrative discipline imposed; 

4. a statement of any new safeguards provided to prevent re- 
currence of that type of violation. 

C. Action on Violations 

1. The Comptroller will provide for the assembly of the per- 
tinent information o on earning alleged violations of these 
regulations. He may perform an administrative review and 


- 10 - 





Approved.For Release 2003/04/17 : CIA-RDP81-00728R0001 001 30003-7 


Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 30003-7 

25X1 A 


CENTRAL INTELLIGENCE AGENCY REGULATION 




Lb January 1061 


dismiss the matter or. If warranted by the facts in the oase, 
ho vdll conduot hearings with the ro sponsible offioial and 
recommend to tho Director the nature of administrative disci- 
pline or othar action to bo taken. If the findings show that 
a violation lias been incurred, tho Comptroller will also pre- 
pare an appropriate report thoroof for tho Director for trans- 
mittal to the President and to the Congress . 

D. Penalties 

1. Seotion 1211 (h) of P.L. 789 provides that "No offioer or 
employee of tho United States shall authorize or crento any 
obligation or make any expenditure (a) in oxoess of an appor- 
tionment or roapportionraont, or (D) in excess of tho amount 
permitted by regulations proscribed pursuant to subsection (g) 
of this section.’* 

2, Seotion 1211 (i) (1) states that "In addition to penalty 
or liability under other law, any officer or employee of the 
United States who shall violate subseotion (a), (b) or (h) of 
this section shall be subjected to appropriate administrative 
discipline, including, when circumstances warrant, suspension 
from duty without pay or removal from office; anji any officer 
or employee of the United States who shall knowingly and will- 
fully violate subseotion (a), (b), or (h) of this seotion shall, 
upon conviction, be fined not more than $8,000 or imprisoned 
for not more than two years, or both.'* 


■ 11 - 


//■'. 
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Y. CHART OF ALLOTMENT ACCOUNTS 

A. Aoourato financial rooords, basic to sound budgeting, require 
tlrnt appropriate allotment aooount symbols be established and applied 
to all obligation transact ions , 


1. A complete listing of the Agency allotment account symbols 
appears upon the J’CJiart of Allotment Aooounts" v/hioh is prepared 
by the Budget Ed. distributed to users in complete form 

or in part, as applicable. Respective offices normally receive 
portions pertinent to their activities. 


2 , The Budget Jlraneh will release a now Chart of Allotment 
Aooounts prior to the beginning of each fiscal year. Amend- 
ments to the Chart and/or revisions, as may bo required, will 
be processed throughout the fiscal year, notice of such actions 
will bo disseminated by the Budget Branch to all concerned. 


B, The Agency allotment aooount system is based upon function and 
activity and is designed to provide the funds controls and to furnish 
the financial information as required by Seo. 113. (a), P.L. 781, 

81st Congress, the "Budget and Accounting Prooodurea Act of 1950." 

1. It is essential that all obligation documents, initiated 
and issued by Agonoy officials, clearly indicate for accounting 
purposes the allotment aocoiurb symbol to bo charged as reflected 
for that activity upon the "Chart of Allotment Accounts" . 
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VI. APPROVAL OF OVERTIME (For administrative details boo 


Section Jjl and 


Sootion VIII) 


A. 1. Overtime shall ho kept to a minimum throughout the Agency 
with emphasis being plaoed upon full utilization of tho normal 
official working bourn of oaoh employee. 


2. Overtime w 11 not be authorized except in tho so oases 
essential to moot amorgonoy roqu.tr omenta and whore it can bo 
demons t rated that norm! working hours ara insufficient. 

3. Assistant Dirootors and Staff Chiefs aro charged with the 
personal responsibility for control and continued examination 
of overtime requirements to insure tho effective application 
of this policy. 


25X1 

25X1 


B. Within tho continental united States, approval must be obtained 
from the Comptroller or his Jo signs o for all work ordorod in excess 
of tho normal official working hours (and Sunday and holiday staff 
duty) established for tho Agency. 

C. Overtime, whether to bo liquidated by payment or compensatory 
time, will be requested by moons of Form No. 32-3, "Request for 
Approval of Overtime", sufficiently in advanoo to insure receipt 
of approval prior to the beginning of the period covered by tho 
roqxiost . 

D. Outside tho continental limits of tho United States overtime 
must be approved by Chiefs of Ms a ions or Bureaus, or their deputies. 

1. Authorizing officials must have evidence that sufficient 
funds are available for payment before authorizing overtime. 

2. Native and foreign national employees out aide tho con- 
tinental limits of the united States who aro paid in accordance 
with local prevailing wage rates aro not ontitlod to overtime 
pay Unless required by local custom. 
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E * , *° bo P 6rformod on a Holiday whioh io to bo compensated 
at holiday pay rates must be authorised and approved in the erne 
manner as overtime ♦ 
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d . Cards 
s • Tags 

f. Other articles 

5, Supply oabinots and desks of employees will ho thoroughly 
ohoolced to deterroino that the above items are accounted for. 

4i» Assistant Directors and Staff Chiefs will forward the 
inventory to roach tho Comptroller on or "boloro 6 July. 

6» In connect ion v/ith B 4* above* tho Chief* rocui cment 
t?n will bo ro sponsible for reporting tho status of 
penalty indioia matter on order and/or stock material undis- 
tributed as of report date. 

3» Tho Comptroller will prepare consolidated statement 
Form” b/a 46* (Revised 5-29*) and transmit to Comptroller of 
tho Post Office Department. 
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VII. REPORTS REQUIRED COVERING PENALTY MAIL 

A. 1. In conformanoe with Section 306, Title III, of the Act of 
26 June 1948 (Publio Law 786, 80th Congress) all departments 
and agencies of the Federal Government must oertify quarterly 
to the Postmaster General that during the period covered no 
misuse was made of the penalty mail privilege. 

2. In order that the Agency may have adequate basis for 
signing the required certificate, eaoh Assistant Director and 
Staff Chief will Gubmit to the Comptroller by the fifth day 
after the end of each quarter the following certifications 

"I hereby oertify that during the quarter ending 

no book, report, periodical, bulletin, pamphlet, list or 

other article or document was transmitted through the mail 
free of postage in violation of Section 306 of tho Penalty 
Moil Act of 1948, approved 26 June 1948 (Publio Law 786, 

80th Congress) by this department or establishment, including 
uli suoh mailings by its branohos or field offices.'* 

3. After receipt of tho above mentioned certifications, tho 
Comptroller will prepare and submit the required report to 
the Postmaster General. 

B. 1. Section SOI, Title III, Public Law 786 requires the heads 
of executive departments and agencies to submit to tho Post- 
master General after tho close of eaoh fiscal year an inven- 
tory as of 30 June of articles bearing penalty indicia on 
hand. 

2. Assistant Directors and Staff Chiefs are requested to 
complete the inventory requested as of 30 June under the 
following class ifications j 

a. Envelopes (All sisos) 
b » Labels 
o • 'wrappers 
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VIII. EFFECTIVE DATE 


A. Sections III and IV of Budget Regulations, 

became effective on 1 February 1961. All other sections 

be effective as of date of publication. 


shall 

shall 


25X1 
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UNITED STATES GOVERNMENT 


TO : Advisor for Management DATE: 4 January 1951 

FROM : Comptroller 

SUDJECT: Transmittal of Revised Agenoy Regulations 


Transmitted herewith for your consideration and review 
25X1 A is 011 original and two oopies of t he revised draft of the 

BUDGET regulation, I I whioh has been prepared 

by this office for inclusion in the forthcoming Manual of 
Agency Regulations. 


25X1 A 


E. R. SAUNDERS 


i 


! 


Attachment 

\ 
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MEMORANDUM FOR: ACTING EXECUTIVE 25X1 A 

SUBJECT: Proposed Regulation! 

and Standardisation”! 



1 . The first sentence of paragraph G in the subject draft regula- 
tion provides that: "The printing, reproduction, procurement or use of 
forms vdthin the Agency without the prior approval of the Management 
Officor is prohibited”. 

2. The abovo prohibition, if fully implement od, would work to the 
serious disadvantage of all Offices. It would strangle initiative on 
tho part of operating personnel, who should bo encouraged to improvise 
and try out simple forms for ditto or mimeograph reproduction whenever 

it appears to them that such attempts might result in loss typing, speed- 
ier production, or more uniform output. 

3. The proposal fails to distinguish between (a) formal type-set 
forms designed for Agency— wide use, and (b) the simple working forms 
which all Offices occasionally must produce in order to deal with day- 
to-day problems of non-recurrent or short-term nature. It is a major 
advantage of ditto, mimeograph, and similar devices that they enable 
such., forms to be produced with negligible cost and effort, and this ad- 
vantage should not be jettisoned. 

4* It is requested that tho sentence referred to bo qualified viith 
the wording shown below' before final publication as an Agency Regulation. 

"The printing, reproduction, procurement or use of 
forms within the Agency without prior approval of the 
Management Officer is prohibited, except that this 
prohibition shall not apply to forms produced vdthin 
individual Offices and Staffs to meet experimental or 
emergency needs." 


9 SEP 195U 

Approved! hu _lEKKOETTER 

^.pcrr-T-Oft Q» j - 

Director of Central Intelligence 


3 / J. M. Andrews 

Assistant Director, OCD 

S / George G. Carey 

Assistant Director, 00 


8 / C. V. Hulick 

Acting Assistant Director, OPC 


S /J 

Assistant Director, ORE 


25X1 A 


cc: Addressee O&l*^ 
DCI 1 

AD/jDCD 1 
AD/00 1 

AD/OPC 1 
AD/ORE 1 
AD/OSI 1 
AD/OSO 1 
Cen.Rec. 1 


S / H. M. Chadwell .... 

Assistant Director, OSI 

s / i I 25X1A 

Assistant Director, 0S0 
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MEMORANDUM FOR: MANAGEMENT OFFICER 

FROM: Assistant Director, 0CD 


Dear Doug, 

ering comment on our 
concerning 0CD ser- 
vices. ( 


Thanks for 


your memo of the 6th /off 


trial run of an infoiWl"informatlorr"pa7nphlet 


I agree with most of your comments 100$$, and am particu- 
larly grateful for the lacunae which you have pointed out - i.e. 
Courier and messenger service. Archives, and Machine Methods. As 
to the last I p resume you mean that we might profitably include a 
statement that i ] | and his people are ready to help any of the 

other offices, on request, with problems possibly susceptible to 
machine treatment. (It would serve no point in such a paper to 
■throw in the information that Machine Methods now handles some 
administrative work for the Executive, as this is of no concern 
to anyone but the Executive.) 



I do not agree that this sort of paper, or at any rate 
the version which we are now working on, should be "included in the 
family of Agency publications", or that it should be drawn up, even 
as to index page, in such manner as to avoid need for revision. 

By running it on multilith or some such system we can 
revise the index page as often as may be necessary, at little or 
no cost. We want people in the other offices t o know \ \ 

and I ~l direct contact makes 

for better service and better relations all round. Ask anyone who 
is in business. i 


We intend the sheet strictly for use as a working paper. 
Hence we must make it as useful as possible, and avoid the dis- 
advantages which inevitably creep in when a paper is written in 
form and style designed for eternity. I ■ * . 


JAMES M. ANDREWS 


25X1A 



COtfftOENTIAl 


////. 
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Assistant Diroctor for Collection and 6 January 1960 

Dissoml nation 
Management Offioor 


1* Reference your request of 27 Deoombor 1949, the following com- 
ments aro offered* 

2* Tho attached pamphlet in a sons® is an information manual or 
training guide whioh is gonorally accepted in industry, government and 
the Armed Faroes* 

3* This offico concurs with tho general concept and offers tho 
fo Having brief comments a 

a* Suoh a publication, properly conceived and produced, would 
probably establish a worthwhile precedent* Other offices would 
undoubtedly follow* 

b* In view of "a" above and tho possibility of relatively wide 
distribution, any such document should bo a CIA document proporly 
identifying tho offico of primary interest, but included in the 
family of Agency publications* By ouch noons, tho publication 
would gain stature, particularly if tho IAC agencies are included 
for distribution* 

o* The lack of orientation within CIA lends desirability to 
suol i a publication* 

d* In tho preparation, consideration should bo given to all 
security factors to provide reasonably wide distribution. 

e. A publication of this typo goes beyond the concept of 
"statement of functions", and can enjoy wider distribution and 
use* 


f* Several functions of OCD are not mentioned, or- could be 
amplified, particularly for internal CIA useago. 

(1) Courier and messenger sorvice, and the mail rocra* 

(2) Records Management and Archival Program* 

(3) 2&ohin® method possibilities as applied to adminis- 
tration as well as operational matters* 

g* Uhile the worth of the index page is recognized, experience 
has proved that the larger the list the more often It will require 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001 001 30003-7 




Approved For Release 2003/04/17 : CIA-RDP81-00728R0001W13QI 

- 2 - /i 



if 


oorrootion# llanoa change more often tJuvn position titles or 
phono numbers* 

4* Tho (xboro cantnorrbo havo boon roatriotod to thOBO fields of 
adniniatratipn-tnanacornorit in which wo, collectively, havo tho most 
oxperionoo. 


25X1 
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Office Memorandum • united states government 


to ! OCD Division Chiefs date: 22 December 1949 

from : Operations Staff, OCD 

SUBJECT: Preliminary edition of "How to Us© the Facilities and Services of 
OCD," 1 ' dated 20 December 1949* 


This preliminary edition of the OCD leaflet is issued pri- 
marily for the use of OCD personnel, and in order to obtain 
suggestions for a revised edition that will be distributed to 
all CIA Offices and possibly to the other IAC agencies. 

Division Chiefs are requested to distribute copies to their 
Branch and Section chiefs and others concerned with outside con- 
tacts; and to invite suggestions for corrections, clarifications, 
and improvements in the terfc or form of all parts of the leaflet. 

The revised edition for general distribution will probably be 
issued in January, and your suggestions for it should therefore 
be received within the next two weeks. 


25X1A 



| 

( 


r 

I 





:■///. 
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SECRET ■ HO December 1949 


HOW TO USE 
THE FACILITIES AND SERVICES 
OF 0 C D 


j, 


) 


r 

i 

i 



OFFICE OF 

COLLECTION AND DISSEMINATION 
CENTRAL INTELLIGENCE AGENCY 


SECRET 

SECRET 


;%%/ 
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SU14MARY OF OOD SERVICES 


* h 


Gift. LIBRARY 

In addition to the usual library facilities, maintains an indexed 
file of all documents received or produced by CIA* Provides a 
bibliographic reference and loan service based on this file, and on 
other sources* Maintains the CIA Central Records,, Advises on records 
management problems* 

MACHINE METHODS DIVISION 


Develops use of machine methods and equipment for intelligence 
purposes, and advises on their adaptation to special problems* 
Operates machine index facilities for Graphics Register and CIA 
Library, and machine accounting services for the administrative 
staffs of CIA. • 


# # # 


NOTE ; 

A more detailed explanation of the services available from each 
Division is given on the following pages* 

An Index to OCD on the last page includes the name, phone and room 
number of Division and Branch Chiefs* 


SECRET 


/, 

/v - ' 
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hams- of mnmon 


CATEGORY 

Safc_rt £ ) 

SWsftjfa Tltfxf 


•goyicijr 

IMb document is a worldng-papar,. not an official issuance* cine© 
xt lias not necessarily been coordinated with and reviewed by other 
components of QRW It represents the fomulative thinking of one 
-f GU 5 of analysts in 0RS and Is designed to provide the medium 
far tranBmtt3.ng their informal views to otter intelligence analysis 
ox the US Goverjfjdfljsnt who are working on similar or overlapping 
problems „ It is intended for the uso of tha addresses alone., tad not 
for further dlssemnaiion,. 


COPT FOR* 

(Name of individual^ component agency* etc 0 ) 


x =r-aw««:w «ww.in 
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Hi April 1950 


MEMORANDUM FOR 2 Assistant Director, ORE 
Assistant Director, OSO 
Assistant Director, 031 
Assistant Director, OPC 
Assistant Director, 00 
Management Officer ^ 

Chief, Inspection and Security 

SUBJECT » Adoption of Revised CIA Document Control Slip 

REFERENCES Memo to Above Addressees from AD/ CCD dfcd 

27 Dec •!#, Subjs "Revision of CIA Control 
Slip — Request for Review”. 

1. Forwarded herewith is an explanatory diagram for 
the Revised CIA Document Control 3Hp. The format and 
procedures in the diagram have been adopted in consideration 
of the operational requirements of the CIA and of the many- 
helpful comments and suggestions received la response to 
memorandum of reference 0 


WASHINGTON 2$, D. C, 


25X1 


2. Use of the new Document Control Slip will commence 
18 April 1950. Additional copies of the explanatory diagram 
for us© in familiarizing personnel of your organization with 
the new format and procedure are available from the Chief, 
Liaison Division, OCD. 


25X1 A 


— / ySUiiiO 

Enel* Office of Collection and Siasarcinatiaa 

Explanatory Diagram 
for Revised Document 
Control Slip 




<> 
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RICGTHI CTED 

CENTRAL INTELLI GENCE GRCUP 
Washington, D. C, 


f 


[i ji. ! f OTA V I' 


March 1947 


SUBJECT; Allotment and Control of CIG Funds 

EFFECTIV E UNTIL 30 JUNE 1947 UNLESS SOONER RESCINDED 
It GENERAL 

1q rni _ nri TJ 1 ® F , ina J°° J ivision . Personnel and Administration Branch 
o rooponoulo to tho locator of Central Intelligence for tho ’ 

statutory ^oauir 1 “V 11 ^rropriated -^nds in’ accordance with ff'Sc* 
statutory requirements. Jh.e Finance Division will prepare and sub- 

Govornmont! UlrGd financ:LQ:L statements to proper agencies of tho 
2» BASIS OF ALLOTMENT 

with C1 \ ief ’ Finance Division, will, after consultation 

with Assistant Directors and Chiefs of Staff Sections, determine 

Office or th ° routine fiscQl needs each ' . , 

ff ice or Staff Section that will enable these units to carry out 

% ei b L the Dlreotor of Antral I„tolh c onX 

this determination, the Chiof, Finance Division, will^allot funds 
to, each activity on a quarterly basis. 

R . „ — ! Funds for projects requiring action of the Proiects / / 

Kovlow Committee will be al lotted in acoordanoe with tho 

Til *T7P Hr* Hn>i I |-n_JL_n •» i 


Of CIG Administrative Ordorl (Establishment of Proiects 

Reviow Committee", dated 25 Wbbei^946. ° 


3. ALLOTMENT ACCOUNT PROCEDURES 

. , £.* T ^ 0 Chicf ' Finance Division, will furnish each 

Assistant Director or Chiof of Staff Section with an allotment , I 

This authorisation will include fyi A 
3d oou^l T , Z0dfOrOaoh!,urrosG 'h°»onalsorvioos, 

I su P ?ll0s ' ooranunioations, etc.)- and the 

allotment acoount numbor, 

. . -* Administrative actions such as requests for supplies 

., 7 V ?°r S °^ 01 Qctions > etc., which involve expenditure of funds 
the ^"request I n ™ ber of Activity maLg 

JfrtyeJ ft(k 


RESTRICTED 


(339) 
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RESTRICTED 

- 2 - 


<3. Tho Chief, Finance Division, will, on a monthly 
basis, inform oaoh aotivity of tho status of its allotment 
account. This report will include amount allotted, obligations 
and expenditures to date, and remaining unobligated balanoos, 


f/ $6^1 


4. 'INCREASED ALLOTMENTS 


Requests for increases in quarterly allotments (Par. 2a 
above) will be submitted through the Chief, Finance Division, to 
the Direotor of Central Intelligence for approval. This request 
will inolude the nooossary justification for suoh increases. 




FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


25X1 A 


Executive for Personnel 
and Administration ' 


ATTACHMENTS : None 
DISTRIBUTION: A 


RESTRICTED 

(339) ~ 
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Chief, Adminiafcrativo Staff 
Management Officer 
Proposed Change of Regulations 


1* It is believed that the attached draft of regulations con 
bo improved if re-drafted, incorporating the following suggestions i 

a* Paragraph A.l. - la this statement necessary? If so 
the delegations pertaining to overseas should bo stated. 

b. Paragraph A. 2. arid A,l*,n. - Repetition in separate 
paragraphs. Should be combined, probably under paragraph A.);. a. 

c. Paragraph A*3.a. - Two forms and action to be taken on 
then are described together. Suggest the paragraph bo divided 
to explain tablo of requirements an! Form Ho. 36-7 separately. 

Is it necessary to proscribe distribution of copies? 

d. Paragraph A*3*b. - Pertains to procurement and should 
not 1x3 a part of the programming paragraph. 

o. Paragraph A.l*.d. - The statement "...CplOO.OC per month 
nor 300.00 in any quarterly period...” is not readily under- 
standable. It is believed that a statement of bho monthly 
limitation will suffice if it is intended to place die limita- 
tion on a monthly bas ,s. 


25X1 


g. General comments 

(1) The long sentences and paragraphs make understand- 
ing difficult. 

(2) The text can bo reduced by elimination of unnecessary 
words 


25X1 


SUBJECT FILE 
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Office Memorandum • united states government 


728R0001 001 30003-7 ^ 


( c tfr i f 


l Cet'f 


i o h/ 


TO : Management" Off ioer DATE: 3 February 1950 

FROM : Chief, Administrative Staff 
SUBJECT: Services .Regulations 


1. Submitted herewith are regulations pertaining to Services 
activities for inclusion in the CIA Regulations Manual. 


STATSPEC 


25X1 A 


MDliiM E. VAN ESSO 


Attachments 



/. 

//.'• 
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28 December 1949 


MEMORANDUM FORi ALL ASSISTANT DIRECTORS AND STAFF CHIEFS 
SUBJECT i ~” r A Regulations. 


1* A new system for CIA regulations has beencbvised and ap- 
proved by the Executive. An Administrative Instruction will be 
issued in the near future giving the details of the proposed system. 
In order to implement the new system, the following is proposed: 

a. That every office of CIA be permitted to participate 
in the re-write and compilation of the Agency Regulations. 

b. Many minor changes, including titles, phraseology, etc., 
are in order, but to accomplish this it will require the coordi- 
nation of evory segment of CIA, which will be completely beyond 
the physical capabilities of the small Management staff. There- 
fore, it is proposed that every office of CIA furnish one or 
■ore representatives to work with the Management Staff on a pre- 
determined sohedule (normally not to exceed five working days) 
to assist in the compilation, coordination and editorial work. 
The individual furnished will work in the Management Office, 

and must of necessity be an individual who oan represent his 
activity and who has ready access to the Assistant Director or 
Staff Chief for those cases which must be referred to him. 

c. By prior scheduling, two or three individuals will be 
utilized at a time over a period of approximately five weeks. 
While the primary function of each representative will be that 
of examining and re-drafting those regulations which affect 
his activity, he will also be asked to review all other regula- 
tions. 

2. It is our belief that the oooperation of all offices in this 
matter will be of great benefit to the Agency as a whole, and your 
concurrence is requested. 



//// . : ; ■ .■■■■■ ■■■ ; : . ■ : / > 
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Budget Officer 


25X1 A 
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// v 


28 Deoember 1949 


CONCURRENCES ! (CIA Regulations Memo to all Asst# Directors and Staff 
Chiefs, dated 28 Deoember 1949) 


Personnel Director 


/C0APS 


/Advisory Council 4+**<x L s 

^''Logal Staff 

I&SS 

^Admin. Staff 

Speo. Support Staff 

| Medical 

Div. 

Employees Div. 

I. 

Personnel Div. 

Finance Div. 

Pisoal Div. 

Proo. & Supply Div. 


\ Services Div. 

/ORE 

0CB 

/OSI 

X 



y 00 


- "' 0FC 

/ oso 
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